Adjusted Wage and Contribution Reporting

Adjusted wage and contribution reporting is used to make corrections to previous quarter reporting errors to
member accounts. There are two online methods for reporting wage and contribution adjustments. One
method is to upload a formatted file online with the adjustment data on the file. The required format for the
file data is published on our website under the adjusted wage and contribution link on your Employer
Interactive page. The other method is to enter the adjustment data directly onto a template that has been
created online. Instructions for both methods are covered in this document.

Note: When calculating the adjustment amounts to submit, only report the difference from what has already

been reported to TRF. If $1000.00 was originally reported and it should have been $9,000.00 then the
reported adjustment would be for $8,000.00.

Login Instructions

These are the instructions for the TRF Employer Interactive Web site. Access the TRF home
page at http://www.in.gov/trf/.

1. On the right side of the page you will see many links under “Online Services”. To access the
Employer Interactive features, click on the Employer Secure Login link.

2. Onthe Login Page, enter your Employer Email Address (user name) and Employer
Password. Note: Consider bookmarking this page for quicker access in the future. Your
Employer Email Address is your full e-mail address. Initially, your Employer Password is
also your e-mail address up to 20 characters. The Employer Password is case-sensitive and
has been created with all lowercase letters. For the Employer Password, if your e-mail
address is longer than 20 characters, enter the first 20 characters and click the Login button.
The Employer Information page displays (Figure 2).

The Employer Password field is limited to 20 characters and does not accept
more than 20 characters.
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Figure 1 — Login Page

Note: The first time you log in, you will be required to change your password. For information on
password restrictions, click the Login Help link.

Once you log in and change your password, you will be linked to your Employer Information page (figure
2). On your Employer Information page, all of your designated access rights, including Adjusted Wage and
Contribution, will be listed on the left side. Select Adjusted Wage and Contribution and the two reporting
options, Upload Adjusted File and Enter Adjusted Report will drop down and appear on the page.
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Upload Adijusted File Welcome to the TRF Interactive Employer Website, Please use the links to the left of
Enter Adiusted Report this window to mavigate throughout this site.

Required Adjusted File

Format (pdf file Legislative Changes: The 115th Indiana General Assembly passed Senate Bill 88
SSN/TRF# Cross-Reference changing the rules for TRF reemployed retired members effective July 1, 2007, For
Member Enrollment more information click the below link.
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Employer Demoaraphics The Employer Rate was set at 7.25% from July 1, 2007 through December 31, 2008,
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Did you know you can host workshops at your school? The following workshops are
available:

* Pre-Retirement Workshops - open to all teachers who would like to leam more
about their Teachers' Retirement Fund account,

* One-on-one retirement sessions - open to teachers who are within two years of
retirement. If you are interested in hosting a workshop, please send an email to
appointments@trf. in. gov.

Flease note that it is important that you DO NOT share your usermame or password,
Your username s your email address and all system generated notifications will be
sent to this email address. Additional users must request and be assigned their
Individual username and password.

Figure 2 — Employer Information Page

Upload Adjustment File

If the adjustment has been created in the required electronic format select the Upload Adjusted File option
to access the Upload Adjusted File page (Figure 3). The required format for submitting an adjusted file can
be found by clicking on the Required Adjusted File Format (pdf file) link directly below the Enter
Adjusted Report link on the left hand side.
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m Click the "Browse" button to open the "Choose File" window
m Locate the Wage and Contribution file to upload, This must be a text file (the
file name is represented by your 7-digit school unit number: 0098004 .txt)
m Double-click the file name or select the file name and then click "Open”
m Once the file name appears in the text box next to the "Browse" button, click "Upload File"




Figure 3 — Upload Adjusted File Page

Select the quarter end date that needs to be adjusted from the drop down arrow underneath “Quarter
Ending”. Then, type the year that you are submitting the adjustment for in the box underneath “Year”. To
upload, or submit your file, follow the instructions listed at the bottom of the Upload Adjusted File page.
Once the “upload file” button is selected the validation of data process begins. The Validation of Data
process is described later in this document following the instructions to Enter Adjusted Report.

Enter Adjusted Report

If you are unable to create your adjustment report in the electronic format required for the Upload Adjusted
File process, the Enter Adjusted Report option will allow you to manually enter the adjustment information.
On the Employer Information Page (Figure 2), select the Enter Adjusted Report option and the Enter
Adjusted Paper Report page (Figures 4 and 5) will display. To enter the adjustment data and submit your
information, follow the instructions at the top of the page.

Note: If, for any reason the data that you are submitting has errors that cannot be corrected and resubmitted,
the member(s) on the report should be deleted. Any member data that has not been corrected, resubmitted
and accepted will remain on the report until it is deleted.
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Enter the Wage and Contribution information for your school corporation in the fields below

= SSN/TRF# Cross-Reference m To retrieve previously entered data that has not been submitted, enter the reporting quarter end date
m Member Enrollment and then click an "Display” button
®  Retirement Application-Part 11 m Use the "Previous” or "Next" buttons to navigate frum page to page, do not use your
- N N Internet Browser arrows as you may loose information

® Maintain Bank Information m If you would like to delete a member, check the box on the row and click the "Delete"
®  Submit Quarterly W&C button

Payment m If vou are unable to complete your data entry, you may save the data by clicking the
- | hi "Save For Later” button before exiting

Employer Demographics m To reset to your previously saved data, click the "Cancel” button
m Change Password m Submit your data by clicking the "Submit" button
®m  TRF Home Page m Do not click your browser "Refresh” button at any time as this will cause your data to process incorrectly
® Contact TRE
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m Logout
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Figure 4 — Enter Adjusted Paper Report (top section of page)
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Please click the Submit button only once, and do not hit refresh after clicking Submit. Otherwise, a duplicate
record may be processed.

Figure 5 — Enter Adjusted Report Page (bottom section of page)

There is a scroll bar (circled in red) within the webpage on the report template where you enter the
adjustment details. You can use this scroll bar to move to the right to see the other wage and contribution
report fields or you can strike the Tab button on your keyboard to move the cursor from cell to cell while
entering the data and it will automatically move the template to the right when you reach the edge of the
viewable page When you return to complete entering the data or make corrections to an existing
adjustment report, enter the quarter end date and click the Display button to repopulate your saved data
onto the template.

Validation of data

Once the file is uploaded, or the report is submitted, the validation of data starts. There are two types of
validations that are run against the data; preliminary validations and regular validations. Preliminary
validations are run first and display error messages that must be corrected before the information can be
transmitted to TRF. Preliminary validation errors (Figure 6) appear immediately on the webpage after you
select ‘submit’ or ‘upload’ depending on your method of submission. Regular validations begin once
preliminary validations pass without error.
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= Invalid W&C report: Employee TRF Number should be 7 digits, for record 1

Figure 6 — Preliminary Validation Example Displayed on Webpage

Once your submission passes preliminary validations, regular validations will begin and you will see the
Submission Status Page (Figure 7).
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Your file has been received and is currently being validated, You should receive a confirmation via
email when the file has been loaded. If there are errors, you will receive a detailed error repaort
attachment. If you do not receive an email notification within 6 hours, please email the P31
administrator at P3imail@trf.in.goy.

Figure 7 — Submission Status Page

At this point your data is being validated and once validations are complete an email notification is will be
sent to the user that logged in. The user will receive one of two possible email notifications:

1. Error Report (figure 8) — if errors were found on your report you will received the error
report notification with an error report attached. This indicates that your information has
been rejected and will not be accepted by TRF. You are required to correct all errors
identified in the error report (figure 9) and resubmit your data.



2. Accepted Notification (figure 10) — if no errors were found you will receive an email
with text only and no attachments. The accepted notification will show your file/report
totals and is an indication that your information has been received by TRF. Please verify
that the report totals are correct and send payment.
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From: autoreply@irf.in.gov Sent:  Thu 4/24/2008 10:46 AM
To: TRF P31 Administrator
(CiEs

Subject:  [0092004] Error Report - Adjustment - 03-31-2007

Attachments;7_-]0098004_03-31-2007433l_Eerr’_REpDI’t.pdf (3 KB)

Your data did not pass the required validations for wage and contribution posting. Please |
see the attached error report, make the necessary changes and resubmit.

Data will not be accepted for processing until all the errors are corrected and
resubmitted. You will receive an email confirming your data has successfully passed all
validations.

Figure 8 — Email Notification with Error Report Attached
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Figure 9 — Error Report
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From: autoreply@irt, in.gay
To: TRF P31 Administrator

=
Subject: 2008] Data Accepted Confirmation - Adjustrent - 06-20-2007

Your data has successfully passed all validations. The sum of individual totals ({(actual} are

Total Wages $4,610.a80
Mandatory Post-Tax Contributions @ 3% s0.00
Mandatory Pre-Tax Contributions @ 3% 51368.32
Total Mandatory Contributions 5138.32
Employee Voluntary Post-Tax Cont. 50.00
Enployee Voluntary Pre-Tax Cont. 512.47
Total Voluntary Contributions 312 .47
Employer Share (ERP) @ 7.0% s0.00
F3P Wages 50.00
FS3F Contributions @ 7.0% 20.00
Total Teachers 2

Total Service Days D

Total pavment regquired

Total Mandatory Contributions 5138.32
Total Voluntary Contributions 512 .47
Total Employer Share s0.00
Total FSF Contributions s0.00
Total Pavment $150.79

Figure 10 — Accepted Notification

Once your file is accepted and you receive an email as shown in Figure 10, your information has been
received by TRF and the adjustment(s) will be completed once payment is received.



